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. Introduction

First, a brief word about the recently released Travel Allowance (TA) module: The current version of
a@¢NI oSt SESOdziSa GKS F2ff 24 &tfich ayydwrevibbthelrtiaMdb & T2 NJ ¢ N
documents for approval:

1 More daily travel (per diem) allowance adjustments, with the additioDistouned Government Meal
Rate(GMR) ProportionalMeal Rate (PMR), Standard Government Meal Rate (GMR), Incidental
Expense®©nly rate, and reduced OCONUS incidentals rate options. (See JTR, par-A208bik 212
for a full explanation of when these allowances apply.)

1 Expense types Travelers can use to claim an Actual Expense Allowance (AEA) instead of a standard per
diem dlowance. This can apply in many situations, such as for travel of Guards and Reservists, for
training, for medical reasons, on a Government vessel, and more. (See the JTR for a full definition and
all the various situations in which AEA may be used.)

Trawel to multiple TDY locations (see p. 31).

Initial implementation of an automatic assistance tgelared mostly toward document creatidrom
the Traveler perspective. Waxpect to expand to assist Approvers as well in the futBeeause he
tool isentirely selfexplanatorysothis guide will not mention it further.

We now return you to the main portion of this Quick Start Guide.

This guide providekey information for Approversho use MyTravel to support official travel. If you are using
an online versio of this guide, selecting the links in it takes you directly to otherfoehesources, though if

YySSRSR: &2dzQft FAYR (GKS LI AOFGtS !'w[& Ay ! LIWSYRAE
Specifically, this guide informs Approvers about:

1 General policy and liability
1 Eligibility andqualifications
1 Available training
1 How to use MyTravel to review and certify travel documents
As an Approver, you function as a Certifying Officer when you approve MyTravel documents for payment. This

role obligates you to protect taxpayer funds from misudeyou fail to exercise due diligence in this area, you
may be liable to repay the amount of any improperly approved payment.

This guide discusses how to:

1 Adopt a workflow to help you identify errors and intentional misrepresentations

1 Approve payment dbursements for only accurate, authorized, and allowable expenses to reimburse
the Traveler

1 Protect yourself from financial consequences resulting from payments madgpmanse reports
containing errors or misrepresentations

Defense Travel Management Office 4 travel.dod.mil
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You should always focus ongpenting fraud, waste, abuse, and mismanagement of taxpayer funds as well as
protecting yourself from liability when approving trip requests and expense reports.

Note 1:There are two Approver roles in MyTravel. One person may have one or both roles:

1. Request ApproverReviews and approvesp requests, meaninghey approve travel and travel
FNNJ y3SYSyGao ! fK2dzZ3K GKS 2FFAOALFET GSNY F2NJ 3AL
GKS I OGA2yS ad&c¢NF @St 2yt &eakohdve dlways def taApN®abis ¢ 2 LIG A 2
this guide.

2. Expense ApproverReviews and appves MyTravel expense reports, meaning they approve
payment of travel allowaces and expense reimbursements

Note 2: For best results, always use the Chrome browser tescdlyTravel.

e Appendix Aof this guide provides checklists to help you as you check MyTravel trip requests and expense

reports for accuracy. Although you cannot change most of the information in those documents, this guide does
make note of the things yocanchange. If you find any errors you cannot change, you must return the
document to the Traveler for correction.

Defense Travel Management Office 5 travel.dod.mil
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I[I. Document Workflow Overview

Tablel showsthe main step®f the document workflowFor most trips, draveler creates &ip requestwith
reservations, expensestimates, and supporting documents (when necessary) to request approval for official
TDY travelAfter approval, if the requestontains reservationsMyTravel provides the key reservation
information tothe TMC for actionwhich bookghe reservations. Approximately 3 working days before travel
begins, the TMC issues electronic tickets for any flights or train journeys.

Tablel: MyTravelTrip Process

Entity Early PreTrip 3 Days PreTlrip PostTrip

Traveler 1 Create ltinerary T Create expense report
1 Request Reservations 1 Update estimates to actual costg
1 Estimate Expenses 1 Submit expense report
T Submit trip request

Approver Approve / Approve

TMC Book reservations Ticketflights a{1d

o trains

Finance Obligate funds V/ Approve payment

System

u.S. v Disburse funds

Treasury

After the trip, the Traveler completes and submits an expense repopdating all praravel expense estimates

to actual costs, attaching required receipts, etc., before submitting it to the Approver for review and approval.
The Approvethoroughlyreviews all aspects of the expense report for regulatory compliance. ésudts are
possible:

1. If it contains any errors (e.g., inaccurate costs or missing suppahiogmentation such as
requiredreceipts) the Approver returns it to the Traveler for correction and resubmission.

2. If allis legal, proper, and correct, the Approapproves it so the Traveler can receive the
appropriate reimbursement for incurred expenses and payment of travel and transportation
allowancesTheexpense reporprocesses through the appropriate finangystem and thd8raveler
should receivgpaymentfrom the U. S. Treasuwyithin 2 to 3 business days.

= Note: Approvers are personally accountable and responsible for veriffiagall payments they approve are
accurate, allowable, and supported by required documentation. [iiproper Payments Eliminaticand
Recovery Action of 20lidentifiessome of the ky concepts that pprovers must monitor Throughout this
Guide, the key icon identifies those concepts

Defense Travel Management Office 6 travel.dod.mil
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lll. General Policy and Liability

To ensure your actions are within the parameters of the law, yawkhbecome familiar with the regulations
governing your legal responsibilities. When approving documents, you should consialitmeng documents

to determine the validity of th@NJ @St SNRa GNI yaLR2 NI F GA2y NBIj dz%dcésd =

1 Thedint Travel RegulationdTR¥pecifically identifies what you can approve, and it does so with the

full force of the law behind it. It is your responsibility to track the monthly regulation changes.

1 TheDepartment of Defense Financial ManagemRegulationDoD FMRprovides guidance for all
financial management requirements, systems, and functions for all DoD financial activities.

The policies set forth in th&TR an@oD FMRare the basis for thiguide, whichidentifies how thosepolicies
affect you as anpprover. It also recognizes the potential liabilities that you may béamou certify an
erroneous payment.

A. Policy
Thelmproper Payment Elimination and Recovery Act of 26tHBesthat the termimproper payment

1. Means any payent that should not have been made or that was made in an incorrect amount
(including overpayments and underpayments) under statutoontractual, administrative, or
other legally applicable requirements; and

2. Includes any payment to aneligible recipient, any payment for an ineligible good or service, any
duplicate payment, any payment for a good or service not recdigedept for such payments
where authorized by law), and any payment that does not account for credit for applicable
dA 2 02dzy (i a dé

In compliance with th&®oD FMRif any payment you approve (certify) is found to be erroneous, you may be

held personally responsible for reimbursing the Government for the amount of the erroneous payment. This

financil responsibility is called LIS Odzy A  NB €t Al 0 At A G & d¢

After your appointment as an Approverou become personally accountable and responsible for approving only

accurate, authorized, and allowable payments. You must adhere to policies and procedures, use good judgment

in obligaing urit funds, and ensure therdveler receives the correct reimbursement peethTR.

All TDY travel policies are important. However, the following two reports single out specific policies for particular

attention:

/_, 1 The reports required by thenproper Paymernst Elimination and Recovery Act (IPERAE identifed
some key concepts to whicliavelers andApproversmust pay particular attention. In thiSuide, the
key icon highlights these concepts.

@ 1 DoDIG report 20827 highlightsitems of particular concern tated to Government Travel Charge
Card (GTCC) misuse thaaptovers must double check when claimed Thavelers. In this guide, the
checkmark icon highligh these items.

Defense Travel Management Office 7 travel.dod.mil
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1. Audits

Travel documents are subject itaternal (per local business rules) and external (e.g., Defense Finance and
Accounting Service [DFA&lditswhich help identify improper payments, recognize trends, implement
corrective measures to appropriately recover funds, and improve travel congglian

TheNational Defense Authorization Act for Fiscal Year 28Gdired DoD to establish and maintain an

automated travel policy compliance program. The Defense Travel Management Office (DTMO) manages the DoD
Travel Policy Compliance Program in coordorawith headquarterdevel officials from the Componentis

MyTravel, internal system audits detect many frequent Traveler mistakes and identify them for Traveler
justification or correction before submitting a trip request to the Approver. Althoughdlaslits help identify
document errors, it does not replace either Approver vigilance or the formal DFAP@osent review (PPR).

As an fprover,the best way to preventhe mostcommonTravelemistakesfrom becoming impropetravel
paymentsis awarenes. The DFAS PPR reveanpercentage of all DoD travel payments and repitstindings
to the DoD.Their quarterly reports are available throutgite DTMO websit@ &ravelCompliancescreen

To learn more about improper payments, see freventing Travel Pay Improper Payments and Enforcing
Recovery2016 memoor contact your Componerieadership

2. Liability

As anApprover, you argerforming a Certifying Officer function whgou approve aMyTraveldocumentthat

containsa paymentThe5 25 CawX +2fdz2yYS p> [/ KFILIWSNI pX npntnam . & &
officers are pecuniarily liable for payments resulting from im@®NJ OSNI A FAOF A2y adé | 2dz
further guidance concerning the responsibilities of accountable officials in DoD FMR, Volume 5, Chapter 5 and
Volume 9, Chapters 5 and 8.

You should be aware that you have unlimited pecuniary liability lfgreyments made tdravelers through the
trip requests and expense repottisat you approve.

If you approve an improper expense or allowance resulting in a payment, you may have to pay all or part of the
disputed amount. Pecuniary liability is enforceablleether the erroneous payment occurred accidentally or
intentionally.

An Approvermust be diligent and practice standardized work processes when approving documents to prevent
erroneous payments. Thauide includessommon errors found iDFAS PRRnd AppendixA: Document

Checklistso assistyouwith yourapproval duties. Tabl2 provides recommendations for protecting yourself

from pecuniary liability.

Defense Travel Management Office 8 travel.dod.mil
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Table2: Protecting Yourself from Pecuniary Liability

HOW TO PROTECT YOURSELF FROM PECUNIARY LIABILI

1
1

Minimize opportunities for errors

Establish procedures and internal controls.

Document and distribute local business rules
for usingMyTravelproperly.

Monitor subordinates to make sure they follow
procedures.

Bealert to the possibility that an expense
reportis being processed a second time.

Assume alirip requests are valid and
complete.

Allow anyone else to use your
personal certificate or CAC. You may
be liable for an incorrect payment
approved by another pson using
your identity.

Approve a payment without proper
receipts.

T

Escalate questionable payment requests

Follow your local policy to request an advance

decision from the Comptroller General or DFA!

when you have doubts about the legality of
payments.

Approve a paymerif you have
doubts.

1
1

Collect the evidence

Verify funds before approving payments.

Save fund availability certifications and other
documentation proving that procedural
safeguards regarding payments have been
observed.

Approve rémbursements unless
funds are available to cover the
payment.

Defense Travel Management Office 9
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3. Approver Responsibilities

An Approvemacts as a stewardf Government funds, ensuring thardvelers follow all DoD travel policieghe
JTRandDOD FMRddress fproverresponsibilities. Aan ApproverusingMyTrave] some of your
responsibilities are to:

@ 1 Verify the trip and the expenses are necessary to acchrapk & 2 dzNJ 2 NHI yAT I A2y Qa
compliant with theJTRE YR 82 dzNJ / 2Y L2y Sy (i Q& odzaAySaa Nz Sao
Verify the Traveler booked resetions through the TMC, unless the TMC was not available.

Verify the Traveler used an Individually Billed Account (IBA) for all valid travel expenses, unless a GTCC
exception applies.

1 Verify all trip requests for other than economy/coach claasel are approved in accordance with the
JTR.

9 If the Traveler selected a restricted fare, complete the Restricted Fare Checklist when necessary.
1 Approve valid flights and rail segments before the approval deadline.
1 Verify the document contains the cewt line(s) of accounting.

@ 1 Return trip requests to the Traveler for correction when they contain inaccurate information or
unauthorized requests.

~~ 1 Verify no duplication of expenses on the voucher.

Ve 1 Review required receipts and othsubstantiating records in the expense reports. These can be
- 2NRAIAYI AT O2LIASazT 2N aYAaaiAyd NBOSALIWI RSOt I NI
replacement. Required receipts include all lodging expenses and any expense of $75 or more.

(e

= 1 Ensure the expense report requests split disbursement of the requested payment between the GTCC
GSYR2NJ YR (GKS ¢NI @St SNR& LISNA2YIFf FAYFYOAlLf O
1 Ensure expense reports entered by a Delegate or Proxy contain a DD For® aB86F 1164 signed by
the Traveler.

T 9yadaNB ¢NI @St SNE R2yQiG LINROS&a | RdzZLX AOF GS @2 dz0
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When reviewing and approvingyTraveldocuments be sure to avoid the common mistakes identified through
the DFAS PPRs which include:

Airfare¢ Paid with invalid or no receipt

Airfare¢ Not paid or paid incorrectly

Lodgingg Paid with invalid or no receipt

Lodgingg Not paid or paid incorrectly

Lodging Tax (CONUSYot paid or paid Incorrectly

Rental Cag Paid with invalid or no receipt

Rental Cag, Unauthorized expense

Meals ¢ Incorrect rate paid

Delegate or Proxg No signed DD 1352 or OF 1164 attached or in an incorrect format
Incomplete voucheg data missing or incorrect

Local travel; Not payable or paid incorrectly

Duplicate expense within a voucher

=A =4 -4 -4 -4 -4 -4 -5 -2 -5 -5 -2 -2

Duplicate voucher

4. Responsibilities of Other Accountable Officials

Although MyTravel does not currently support additional routing stepsioD FMRillows Certifying Officers

to rely other accountable officiate help themdecide whether to approve a trip, pay requested

reimbursements and allowances; approve requests for changes to standard travel procedueaame just a

few. Such accountable officials can be held liable for erroneous payments, although not at the same level as the

Approver.

When appointedaccountable officials have pecuniary liability resulting from erroneous information, data, or
services they provided, and upon which thepfoverdirectly relies. For this reason, it is important for
accountable officials to perform their responsibilgti@ith accuracyAdditionally, because MyTravel does not
support additional steps in the workflow, all such additional reviews must currently take place outside of the
standard workflow, so if you choose to use them, documentation is key, especially when:

1 Explaining or justifying a TDY trip purpose
1 Verifying reimbursable expenses are valid
1 Ensuring policy compliance
1

Verifying Travelers abide by all procedures and controls, ensuring allowances and payments are
processed correctly

1 Complying with all applicabBoD regulations, policies, and procedures and local standard operating
procedures

1 Supporting Approvers with valid data and timely service to ensure proper payments, (i.e., payments
that are accurateauthorizedandallowable

Defense Travel Management Office 11 travel.dod.mil
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IV.Becoming an Approver

As an fprover, you will be working asGertifying Officerso youmust meet andollow the policies that govern
Certifying Officer knowledge, actions, and appointments as directed by:

T

T

Public Law 10406, National Defense Authorization Act for Fiscal Year 1@®&&hprovides the
authority to certifyexpense reports.

TheDoD FMR Volume Shichaddresses thé\ccountability andResponsibility of the Accountable
Officialin Chapter 1, and outlines the qualifications and requires that an isyg® be trained and
knowledgeable in the responsibilities of ar@fying Officer in Chapter 5.

You must also meet the following requirements

T
T

T

must be aFederal Government employee

must be a U.S. citizen if stationed in the contiguous United States (Q@Nh@foreign area outside
the contiguous United States (OCONUS), such as Hawaii or Guam

may be a local national if stationed in a foreign OCONUS location

Even if you meet the above appointment requirements, before you can certify any documents you must

Additionally, shortly after your appointment, you should rébasury publicatiob 2 6 ¢ KI 4 | 2 dzZQNB

Officez

Complet Certifying Officer Legislation (COL) trainisge next chapter)

Receie appointment on a DD Form 577 (seeD FMR, Volume 5, Chapter 5rimuch more
information)

HaveApprover permissions in MyTravel

Satisfy any additional local or Componentipies

Become knowledgeable about:
o Appropriations, other funds, and accounting classifications
0 Theexpense report approval process

o The payment process (e.g., availability of funds and location of designated disbursing and
accounting offices)

o TheJTRwhich implements the policy and laws that govern official DoD travel. You must be

thoroughly familiar with the JTR. Before you approve any official travel document, you must

ensure that the dcument meets all JTR requirements

gKAOK NNRRRRES BRBEa] NBFTSNBYOS F2NI Ittt ySgt

reading for new Approvers, per the DoD FMR.

Defense Travel Management Office 12 travel.dod.mil
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V. Training for Approvers

Every Aprovermust meet some required and recommended training requirements. Required training includes
both initial and annual refresher training.

If you are the supervisor of arpprover, you are responsible for ensuring they complete their required training.
Supervsors should periodically review the performance of thgproverto verify compliance with regulations
and policies, including local standard operating procedures.

A. Required Training

Per theDoD FMRbefore certifying angocumentsg and annually thereafte¢ you must complete approved
COltraining and give your supervisor a copy of the course completion certificate.

Yoursupervisor will identify the training thatatisfesthe requirement.lt may turnoutto bel KS 5 ¢ a h Q&
Training for Accountable Officiadsd Certifying Officers (TAOC®@Mhich comes in two versions: an initial course
and an annual refresher. You can acdasth TAOCO coursdrom the Travel Explorer (TraX), which is housed in
Passporf (KS 5¢ahQa ¢SS0 LERNILE®

To acces3raXlog ontoPassport and select thEraXoption. When theTraX Homacreen (Figure 1) loads,
selectTraining(Figure 1, indicator #1Yhe Available Trainingscreen (Figure 2) opens.

TraX

Training Knowledge Search

Access all of our online travel training. Customize your training Find answers to your travel questions by searching our database of
Trip Calculator itinerary, track your completed training, and print certificates of thousands of FAQs, help topics, guides, and other resources.
completion.

I TraX Home

Quick Tools
Training

Trip Tools Travel Assistance
Knowledge Search Build a trip estimate and look up location reports that include Submit a help desk ticket directly to the Travel Assistance Center.
maps, travel advisories, U.S. Embassy contacts, weather and more. Plus, review your ticket history.

Travel Assistance

Passport Home

~Announcements

Logout
L = /11 (Topic: Trip Cancellation Process)

* Ealllssue of the Dispatch. the DTMO Newsletter
* DHS Announces Extension of REAL ID Full Enforcement Deadline

* Key Points About Securing a Non-Availability Confirmation Number

* DT rs Sh nternet Fi n ki r re Ri
* UPDATED 4/24/19 - Workarounds for Common DTS |ssues Resulting from DTS Software Releases
* Trouble Logging.into DTS? Check Your Pop-Up Blocker

Figurel: TraX Hom&creen

Defense Travel Management Office 13 travel.dod.mil
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TraX Training

Trax Home Available Training

Trip Calculator S—— m @

Quick Tools i
bl Showall  OR: Recommended Only Web Based Distance Leaming Classroom

I Training
Key:
m Recommended m Web Based Distance Leaming m Demonstration m(la;srcam m Hew Version E Completed Class

[ Export to Excel rtto POF 8 Print Classes

Show| 25+ entries

My Roles Actions Class Name 2 “  Version Type

RO - The DTS Approval Process 5.01 mm
ADYRO - Training for Accountable Officials and Certifying Officers (Annual COL Refresher) 5.03 mm

Infa

Knowledge Search
- 0= + n AQYRO - Training for Accountable Officials and Certifying Officers (Initial COL) , 5.01 mm
ravel Assistance
B EEEER -oro vial skills fer Autharizing Officials EXTO v e
Passport Home n m AD/RO -Vital Skills for Authorizing Officials: Applied .01 wfew}

Figure2: Available Training (TAOCO Classes) Screen

Tosee the TAOCO training classgseckShow All(Figure 2, indicator #1). Near the top of the list are the two
AO/RQx, Training for Accountable Officials and Certifying Offickxsses (Figure 2, indicator #2p take one,
selectLaunch(Figure 2, indicator #3). When finished, sel€ompletedon the Navigation Bar(Figure 2,
indicator #4) to see and print your training completion certificate.

B. Additional Training (Comprehensive AO Training Package)

Table 2 in thddTS Regulatior{®uthorized byDoDI 5154.31, Volumég,3ecommends several classies

Appoversh | 2dzNJ / 2YLIR2Yy Sy (iQa GNIAYyAy3d LIt AOe gbufTtaX dzf GA YL
offersthe following optionsA complete training program for Approveshould include at least one course from

each category below.

Theresources marked with an asterisk primarily focus on DTS, though the concepts in them apply to MyTravel
as well.
I COL Training These classes may satisfy the mandatory trainirguiements stated above:
0 AO/RCx Training for Accountable Officials and Clgitig Officers (Initial COL)
0 AO/RCx¢ Training for Accountable Officials and Certifying Officers (Annual COL Refresher)
1 Travel Policy; These classes provide an overview of travel regulations. Available classes are:
o0 Programs and PoliciesTDY Travel Polidp1
o Programs and Policiesloint Travel Regulation Overview

1 MyTravelc Currently, no dedicated MyTravel Approver training is availeblgaX. Even so, you may
still get some benefit from working through the followictasses:

0 MyTravelg Travel and Apmver Introduction (for a general look at how MyTravel works)
0 *AO/RO- The DTS Approval Process

o *AO/RO- Vital Skills for Authorizing Officials

o *AO/RO- Vital Skills for Authorizing Officials Applied
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VI.Assigning a Delegate While You Are Away

MyTravel only Bows each Traveler to have a single Approver per document type. For this reason, when you are
unable to perform your duties for any reason, it is very important to assign a Delegate who can perform your
duties while you are away

The individual you delegato perform your duties must meet all role requirements to serve in your place,
including having the appropriatdyTravel role assignetiavingan appointment letter DD Form 57)/on file,
and meeting all mandatory trainirend otherrequirements.MyTrawel does not verify most of this information,

w

a2 @&2dzQft KFr@S G2 R2 GKIdG 2dziaARS GKS agaisSvyo

A. How to Assign a Delegate
If you will be out of the office for any significant time (e.g., leave, TDY), and will not be able to approve

documentsinatimely Yy SNE &@2dz OlFy FLIRAYG | 58tS8S3aFdS G2 LISNF

1. Begin onSAP Concur home screend selecProfile > Profile Settings> Expense Delegatg$-igure
3, indicators #1#3). TheExpense Delegatescreen (Figure Yopens.

Support Help~
SAP Concur [C] Requests Travel Expense Approvals App Center ®
Profile - -

Profils Parsonal information System Settings Concur Mobile Registration A Johnson
Your Informatior Profile Options Fuesss | Sanod

| Ation

G Select one of the follvwing o customize your user prohle —~ -

) /% Acting as other user [7]
Persenal Information System Settings
S Your horme address and emergency conlacl informadion. Wiich fime zone ae you i Q
Emargency Confact . clock? Whan doss your wi
Inf[' L1 Company Information ! : —
Cradit Cands -
e Wour company name and business addiess or your rermols Contact Information
TF attings lecabon address Hew can we contact you Sy
&l Prefarances Credit Card Information 3 E-Receipt Activation
ntamnational Trave You can store your credil card nformation hers so you d Enable s-meceipls b automatically receive elecironic sceipts from
) 1o r=-enter it each time you purchase an item or sarvice parbicipating vendars.
Frequent-Travaler Programs
Trawvel Profile Options Expense Delegates

Reauest Sel Ings Camier, Hotel Rental Gar and other travereiaied preferences Delegates are em@loyees who ane allowed T periom wos o

Request Information Rexjuest Prafarancas behalf of other employess.

Request Delegates Select the ophons thal deline when you recese amall notications Expense Praferances

B Frompts are pages that appear when you sekect a certain acton Select the options that define when you receive email nofifications

such as Submil or Prinl. Pr pages lhal appear when you selecl s corlain aclion,
5 Lkt o Frint

Personal Car

Fersonal Car Concur Mobile Registration

St Up Access 10 Goncar on your maobie device

Figure 3Profile Options Screen
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Fxpense Delegates

Delsgaies  Deleyals For

Pelegates are emplovees who are allowed 10 perform wik o

Search by emoloves name, emall address, employee id or

n behall of oiher employees.

login id

=

Johnsen, Eric
WU TrainUser@invatd com
Fmployes 10D MUNTrainlisar
Logon [T MUITrain Userfidad mil

e

=

Johnsan, Helen

\ MU Traindadminggdod mi

Employes [0 NUTTrainAdrmingtaod mi
Logon 1D, MU TrainAdmindod.mil

John. TravelManagen@idod. mil - John Mason
dodhra. me-akex dmde.mbx.d

¥5
= to a delepate, you ane assigning g

Recalves
Emalls

Can View
Receipis

Mo recors found

Figure 4Expense Delegates Screefpprover Selection

2. SelectAdd> G KSy SyidSN GKS

55t S3t (S QadowA lisyFgure 4, R

asStsSoi

indicators #1#3). Thechosen Delegate appears on the Delegates list with a number of selectable

check boxes (Figure 5).

D

Delegates
4

te For

Delegates are employees who are allowed to perform work on behalf of other employees.
‘You may assign a temporary approver for a maximum of 180 days.

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions

[d

and Request

Can Can Book Can Submit Can View Receives Can Preview For Receives
[J Name Prepare  Travel Requests Receipts Emails Can Approve Temporary  Approver Approval Emails
NO Jhreonteen owD OO 8 0 ‘a|r|ozoem| a
02/19/2022 \
Fgure 5 Expense Delegat&crea - Giving Permissions
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3. Select the boxes that identify the permissions you ttargive yourDelegate(Figure 5, indicator

#1),

3.1

3.2.
3.3.

3.4.

3.5.

3.6.

then selecBave(Figure 5, indicator #2). Selectable options are:

Can PrepargCan Book TraveCan Submit Repori<Can Submit RequestandReceives
Emailss NB £t ¢NI @St SNI5SEtS3IIFaGS 2LiA2yas a2 e2dz a

Can View Receiptets the Approver Delegate see any attached receipts.

Can Approvdets the Approver Delegate approve documents for 180 days starting today. You
can manually remove it soond you need to gee below.

Can Approve Temporarigts you pick the date range the Delegate is allowed to approve

R20dzySyidaed LG OFryQi SEOSSR myn RI&ax odzi OFy 0o

Can Preview for Approvek & y 204 | ff26SR 0@ 5Stadptisoptigncaz y Qi & St
cause document approval problems.

Receives Approval EmailsSia GKS 58St S8S3FrdS8 3SG GKS alkyS SYIl A
know when their services are required.

B. How to Remove a Delegate

When you return to work, removany elegates you assigned.o do this, followstep1 above to open the

Expense Delegatescreen (Figure 5). When it opens, select the check box to the left of every Delegate you want
to remove (Figure 5, indicator #3), thenlectDelete (Figure 5, indicator #4). A pap asks you to confirm the
deletion. When you confirm it, the Delegates disappear.

Defense Travel Management Office 17 travel.dod.mil



GUIDE: MyTravel Quick Start Guide for Approvers Decamber21, 2022

VIl.Reviewing MyTravel Documents

MyTravel notifies you by email when you have a trip request or expense report that is reaayfaeview. To

get started, bgintoa @ ¢ NI @St @ ¢KS a@¢ NI #St ! LIWINRPOSNRAE K2YS aO0ONEB
about that screen, see thelyTravelSupplement: Home Screen Features

Note: If you are working as a Delegate for another Approver who is away from the office, skl Thavel
Supplement: Proxies & Delegates gudance on processes specific to Delegate actions. Also, the appearance of
your MyTravel home screen varies depending on your assigned roles. The screen shots in this guide are for an
Approver who is also a Traveler, but who is not a Travel Manager. Degemaliyour assigned roles, your home
screen may look different, but will contain all the Approver tools discussed in this guide.

SAP Concur [C]  Requests

Travel + 0 w00 00

New Recured  Authorizaton  Avallable Open
Requests Expenses s

Approvals P Repor
TRIP SEARCH ALERTS

@ A5 5 Dipaiment of Dstanss ampioyen.yoisare alybla for 3 e Triptt Pra subsript o (IR o

¥ A0 TEST | ) ou haven't signed up o receive ereres @ Sign s here
XR = 1=

START HERE te Reques
Areguast g

COMPANY NOTES

tand Book Tavel
S ——

Mixed FlightiTrain Search

Fauns Tip

MY TRIPS (0}

Figure6:! LILINE SN a ad&¢ NI @St 1 2YS { ONBSy

7

1. ¢KS 1 LILINEPSNRa K2YS &O0NBdgimaNhadardadaditingfydudzNJ ¢ & a4 {2
approval. In most cases, you can select whichever path you like the best:

1.1. SelectApprovals(Figure 6, indicator #1) on the black bar at the top of the screen to open the
Approvalsscreen (Figure 8).

1.2. SelectRequired ApprovalgFigure 6, indicator #2) on the white bar below that to open the
Approvalsscreen (Figure 8).

1.3. SelectRequired ApprovalgFigure 6, indicator #3) at the top of ti\dy Tasksarea to open the
Approvalsscreen (Figure 8).
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1.4. TheMy Tasksarea can have two different appearances:

1.4.11f you have up to five documents that require review, it displays links to each of those
R20dzYSyida O0CAIdzNB ¢ AYRAOFG2NI Ilnod {StSOG |
Expected Expensexreen (Figure 11).

1.4.21f you have more than 5 documents f@view, MyTravel groups them by type (Figure 7)
instead. SelecAuthorization Request®pen theRequestsscreen (Figure 9) or the
Reports Pending your Approvaktreen (Figure 10).

Note: All other items on the home screen relates to your own travel documedee théMyTravel Quick Start
Guide for Travelerfor more information about them.

m Raquired Approvals —p

Authorization Reguests 10

Expense Reports 04

Figure 7: MyTravel Home Screen, Required Approvals Area

2. There are three diffeent screens you may land on. Each of them displays a list of documents. On
Fyed 2F GKSYX aSt SOl | R 2E&dzres8 Fxjendiserees (Eiguye 11).K | {
Possible screens are:

¢
N
O
o

2.1. TheApprovalsscreen defaults open on tHexpense Reportsab (Fgure 8, indicator #1). It
displays a list of expense reports. If you need to review a trip request, seleRetipgestdab
(Figure 8, indicator #2) to see that list.

SAP Concur Requests  Travel  Fxpense | Approvals Reporting = App Cernter

S —
Approvals 1
w /

N 09

Figure 8: Approvals Screen

Defense Travel Management Office 19 travel.dod.mil


https://media.defense.gov/2022/May/12/2002995766/-1/-1/0/MYTRAVELGUIDE1.PDF
https://media.defense.gov/2022/May/12/2002995766/-1/-1/0/MYTRAVELGUIDE1.PDF

GUIDE: MyTravel Quick Start Guide for Approvers

2.2. The Requests screen (Figure 9) displdist af trip requests.

Requests

Limil resulls o

Requests Pending your Appraval v

Requests Pending your Approval

commentT)  Name 1l [

employes T, StartDste =  Limit Approval Date T, Total 1)

® ansas C:ty Iy 5300 Ne WSINE) 1IMED097 61802 34
KEIADATL F1Banning Bi1( I 3R Never, willam W a7 $B6955
1P Hram WAshIngIon 1o Qxiahoma Gy [ 39RL Never, Williar UOTIZ0Z2  O9I0N2022 5150595

Figure 9: Requests Screen

Decanber?21, 2022

2.3. TheReports Pending your Approvatreen (Figure 10) displays a list of expense reports.

xpense Report List

Reports Pending your Approval (4)

mepemmsma | commams
138 Tes:
HawTA-Cyrus-Tinkse-Yuma

HewTAExp-CONUS<01

Figure 10: Reports Pending Your Approval Screen
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VIIl. Reviewing a Trip Request

Trip request reviews always begin on tB®ected Epensesscreen (Figure 11).

A. Expected Expenses Screen Layout

WhenMyTravelopens a trip request for review, tHexpected Expensexreen (Figure 11) opens. This screen
has three or four main partsan alat bar (if applicable), the header, navigation links and action buttons, and
the expected expenses list. Each has its ownsadtion below.

[~
s 3

Figurell: Expected Expens&green

1. AlertBar

If the trip request contains arglerts (see Section VIII.J for more information on alerts), a yellow or red alert bar
(Figure 11, indicator #1) appears at the top of the screen. It identifies the number of alerts in the document and
contains a toggle that lets you open and close thetaletails.

2. Trip Request Header Information

Key trip information displays beneath the alert bar (if present) at the top of the screen. The header (Figure 11,
indicator #2)shows theDocument Nametotal costd dzo YA (0 0 SN &  ydurvest statysRequeR By G A ( & :
andapproval deadline.

e Note: The approval deadline is set by the departure datflight booking rules. Ithe documentis not approved
on time, the Traveler will lose their flight reservations d@hd documentcamot continue processing. Ihis trip
will happen the requestmustbe re-created from scratch.
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